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Methods of Payment Processing

* The most common method of payment 1s the automatic
payment processing through treasury which results in a
warrant or ACH.

« Agencies with cash funds through a local bank use other
options for payment. Payment may be processed
automatically or manually. Checks may be created
automatically or manually.
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Overview of Payment Processing

* Vendor invoices are entered directly or through the
purchase order process.

* Payment documents record the payment of the invoice and
clear the open invoices. Payment documents have a
clearing document number.

* Warrants/ACHs are 1ssued through treasury and given an
AASIS generated warrant or ACH number.

* Checks are 1ssued for non-treasury accounts. Check
numbers are assigned based on an agency’s number range.
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Overview of Treasury Warrants

* AASIS payment runs are generated with transaction F110
by DFA operations. Payment runs are scheduled nightly.

* The agency can view the payment run exception list, which
will list items that were not payable for various reasons.

« The Auditor of State’s office generates the physical
warrants and processes the ACH files. The Auditor of
State mails the warrants unless otherwise instructed in the
invoice’s payment supplement field to hold for pick-up.
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Overview of Treasury Warrants

« The agency can view the warrant after the payment run
using transaction ZWARR DETAIL.

* The treasury updates AASIS warrant redemption through
an interface file. After the file 1s run, encashment dates are
reflected in the payment information in AASIS.

« AASIS maintains a check register for treasury accounts
and local bank accounts using a shared transaction. Use
transaction FCHN to view the check register or transaction
FCHI1 to look up a specific warrant.
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Overview of House Bank Checks

* Local bank accounts may be maintained and checks
printed from AASIS or local accounts may be maintained
in AASIS but written manually outside of AASIS.

* An agency requests that a house bank be set up in AASIS.
Blocks of check numbers are set up in AASIS.

* A local check may be generated either by the Payment Run
Program, Transaction ZF110, or by Transaction F-58.
Transaction F-58 prints a check at the time a payment is
posted. An agency user performs F-58 and the agency
generates their own Payment Run Program (ZF110) for
local bank accounts.

AASIS Support Center
November 2004
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Overview of House Bank Checks

* When a local check 1s written manually, the entry 1s
entered into the AASIS check register with two
transactions; one for creating the check detail information
and one for posting the payment. The user will post the
outgoing payment with F-53 and create manual check
information in FCHS. These transactions are used only for
local house banks for reporting purposes only.

* Transaction FCHN allows viewing of the AASIS check
register. Specific checks may be looked up in FCHN or
individually in FCHI.
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Transactions F110 and ZF110
The Payment Program

e The payment run program, F110, for Treasury warrants
and Treasury automatic payments are executed by
Department of Finance and Administration operations.
This program runs once per night for all agencies for
payment methods W,A, X [,R.

* The payment run program for checks 1ssued from local
house banks, ZF110, 1s itiated by the agency only for
payment method C and as many times a day as the agency
desires.

* The upcoming screens detail the steps entailed in
executing the Payment Program Run for local accounts

using ZF110.

AASIS Support Center
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There Are Four
Major Steps to
Scheduling a
Payment Run
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November 2004
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Who is going to be paid?

What payment method will be used?
When will they be paid?

How are they going to be paid?

Parameters have been entered.
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The Payment Proposal run searches for documents
and accounts due to be paid based on the criteria
set in the maintenance of parameters.

Two reports are generated:
Proposal List
Exception List

Payment Proposal has been created.

Payment Proposal has been edited.
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PROPOSAL LIST

A list of all invoices eligible for payment
Generated based on defined parameters
Payment terms and cash discounts are taken into
consideration

EXCEPTION LIST
Items that cannot be paid are detailed on the Exception
List. Possible reasons:
Invoice is blocked
Invalid data in the master record
Invalid payment method
Invalid house bank
Payment amount is less than the minimum amount
specified for payment
Not enough money in the house bank

Debit balance
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The Payment Run uses the data from the Payment
Proposal:

To post the payment documents to the G/L and
clear paid open items,

To post related postings for taxes, discounts, and
exchange rate differences, and

To supply the Print Program with necessary data.

Posting orders: x generated, x completed.
Payment Run has been carried out.
5-14
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The accounting functions are completed and a
separate print program is scheduled to generate
the payment media
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Payment Program Run
Transaction ZF110
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Advanced Accounts Payable

An AASIS Training Guide

*ayment run Edi Goto nwiranmen
& Bld H @@ I SEHE 04O EHE @
Automatic Payment Transactions: Status
m Status
Run date 161685/ 04
Identification BE1I33|E:I
Status k Farame ter k Free selection k Additional Log k Frintout’data medium |

Status
Mo parameters entared as yet

Enter the date in the run date field. Enter the
agency number followed by a sequential number
that can be identified for this payment run in the

|dentification field. Select the parameter tab.
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& A @@ SR Anon HEE @«

Automatic Payment Transactions: Parameters

@ B.ex.Spmt request...

Run date 1010572004
Identification BEAQZ

Status ~ Parame ter k Free selection kﬁu:lditi-:-nal Log k Frintout’data medium |
Fosting Crate 10/05/ 2004 Locs entered up to 10/a5/2a0d

Customer items due by

Fayments contral
Company codes Fmt meths |Mext prdate |_|
Bk C 1oieeizens [0

The Posting date and Docs entered up to fields are
system generated. Enter company codes, Pmnt
meths, Next p/date, and Vendor fields. Enter the
date of the next payment run. If agency does not

' make daily payment runs, enter a future date to

capture anything due within the next few days. -
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Payment un Edit  Zoto

Environment Systerm  Help

-

B dESEd =R 0o EE @HE

Automatic Payment Transactions: Parameters

@ B.ex.Spmt request...

Run date 164685/ 2004
Identification oE103
Statuzs ~ Farameter k Free selection kﬁu:lditi-:-nal Log k Frintout’data medium |

Fosting Crate 10/05/ 2004 Locs entered up to 10/a5/2a0d

Customer items due by

Fayments contral

Company codes Fmt meths |Mext prdate |_|

ARE [ 101062004 I:|
[4]
[~]

Accounts Fareign curmencias

Wendar 10EA0EEES  To 108068460 H Exchange rate type

Customer Ta

Enter the date to identify selection of documents included in

the payment process. Only documents posted up to this
date will be included. Select vendor range.
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Payment run Edit  Gote  Enwironment Systerm  Help

& BAH @@ SR D8O EE @

Automatic Payment Transactions: Free Selection

=

Run date 1841512004
Identification BE104

Click the Free selection
tab. Select Business
area in the Field name
Field Name Business Area (5[ ] Exclude values
box and enter your

(G Exciude vatues business area in the
o — values box. Click the

Additional Log tab.

Status k Parameter  Free selection k Additional Log k Frintout'data mediumr
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Fun date 184154 2004
Identification BE104
Stat k Faramse tar k F et

ion  Additional Log k Frintout’data medium |

Required logging type

Due date chedk

D Fayment method selection in all cases
Fmnt method selection if not successtul
Line items of the payment documents

Accounts required
Yendors

100068885 1eaaaA0400]

[fromita] Customers [from

ita]

AASIS Support Center
November 2004

On the Required
logging type section,
select the Due date
check, Pmnt method
selection if not
successful, and Line
items of the payment
documents check
boxes, as necessary.
Enter the same vendor
numbers from the
Parameter tab page in
the Vendors (from/to)
fields.
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eae | on Click the Printout/data
Automatic Payment Transactions: Printout and DIME medium tab tO Continue.
B @ wantain vaians Specify the appropriate
variant in the ZFICHECK
field enter the local
bank or click the drop-

Status i Fararmeter [ Free selection [ Additional Log Frintout'data medic

Form printingfdata medium exchange

—atam Tyaran — o YA — down button to select a

ot - variant from the list.

i ~ NOTE: Each variant in

QD] «r the drop-down

— represents a

Programm._ arant_ anant__penant__venant . combination of the bank
account and payment

type.

AASIS Support Center
November 2004
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A H @@ S HE B0os EE @D

Automatic Payment Trans

@ Status :S:: Propozal :S:: Pmnt R

Fun date 19;05;2004& i
Identification BE103
Stat [ Farame ter | Fressele | .
; TRg } Mo I 3 Cancel
..................
Status

Farameters have been entered

Select the Status tab and click Yes when the box pops up.
AASIS will return a message that the details have been
saved.

|@ [retails hawe been sawed for the run on 10005/04 05102 [ | F110 sapetr  INS %
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O BT Aaa EEE

Automatic Payment Transactions: Status

@ Statusl‘Ei Fropiagal E Fmnt Runl

Rundste  oiesizn ] Click the proposal
button to continue.

Status

Status

Farameters have been enterad
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160685/2804 v

0o 60: 06

Enter the date the program is to start in the Start date field.
Enter a time to start or click Start immediately.
Click the Enter button to continue.
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Automatic Payment Transactions: Status

Status (Shift+F2)

tai15ize04 [oq)

Status

Statu=
Farameters have been entered

Froposal is running

You'll get a message that the Proposal run has been
scheduled.

° Froposal run has been scheduled [=

AASIS Support Center
November 2004
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Payment run Edit  Gote  Enwironment Systerm  Help

] COQ DEHE DGH0 EE @D

Automatic Payment Transactions: Status

_ .
- Click the Status button to continue.

Run date 1611512084 [5)
Identification E104

Status kF‘arameter kFreeselectinn kAdditinnaang kF‘rintu:-utl'dat.amedium |

Status
Farametars have been enterad

Froposal is running
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Payment run Edit  Gote  Enwironment Systerm  Help

& B H IO IS ERE 810408 FEHE @ o

Automatic Payment Transactions: Status

@ Statuz JEEIE FmntRun || 47 Froposal | &4 Propozal Q Fraposal

Fun date 19.'15.'2994@
Identification E104

Status kF‘arameter kFreeselectinn kAdditinnaang kF‘rintu:-utl'dat.amedium |

Status | ‘

FParameters have bean enterad
FPayment proposal has been created J The SyStem returns the message:
Payment proposal has been
executed.
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Payment run Edit  &ote  Enwironment %

Systerm  Help

& B H IO IS ERE 810408 FEHE @ o

Automatic Payment Transactions: Status
=

] status | % PmntR e

Click Pmnt Run to continue.

|Schedu|e payvment run

Fun date fer1sizons [5)
Identification E104

Status kF‘arameter kFreeselectinn kAdditinnaang kF‘rintu:-utl'dat.amedium |

Status
Farametars have been enterad

Fayment propozal has been created
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| = M BHICeQ@ CHR DDODI BHE @

Automatic Payment Transactions: Status

l—ﬂ S‘tatus“ﬁi Fmnt Run”ﬂ FPropozsal ||6@ Froposal |@ P'r-:np-:nsall

_‘1I3|'15|'2I3I34

1801512004 [5) .
Enter a start time or select Start

Tagsteomputer , .
immediately.
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Payment run Edit  Gote  Enwironment  System

Help

JH I @@ ERES0LH8 BE @

Automatic Payment Transactions: Status

@ Status | & Proposal Q Froposal

Fun date fer1sizons [5)
Identification E104
Status

k Farameter k Free selection kﬁu:lditi-:-nal Log k Frintout’data medium |

Status

Farametars have been enterad

Fayment propozal has been created

Fayment run iz running

Note message: Payment run is
running

Note message: Payment run has
been scheduled.

|@ Fayment run has been scheduled —_—
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Payment run Edit

Advanced Accounts Payable

Zoto Enwirenment

Systemm  Help

1=l

I0 ea® DHE Dnon BE @B
ALt tic P . .
ﬁ?ma’c aym;; Click Status to continue.

Fun date

1011502004 [5)

Identification E104

Status | Parameter | Freeselection | Additional Log | Frintout/data medium |

Status

Farameters have been entered

Fayment propozal has been created

Fayment run has been camied out

Fosting orders: 30 generated, 30 completed

Note message: Number of posting
orders generated and completed.
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| 2 slaH @@ LB Dhan BRI @

]
Automatic Paymert Transactions: Siatus

Iﬂ Statusllg Payments“(ﬁp Fropozal ||§ Froposal ||\Eﬁ F"rintoutl

_IIB.'BS:'ZBEH-

Status

Farameters hawve been entered

Fayment proposal has been created

Fayment run has been camried out

Fosting arders: 19 generated, 19 completed

Click the printout/ data medium tab.

- [ El ]
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Click the Yes button to continue. The status bar will return a
message that the details have been saved.
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Schedule Print

Scheduling

Start date DB.*SEI.*EDEHI Start immediately
Starttime pe: 0000

Target computer

Frintjoh
Joh name F110-20010330-TESTY -7

v X

Enter the date the print program is to start in the Start date
field. All other fields are optional.

In the Job name field, replace the question mark with an
identifying number. Click the Enter button to continue.

The status bar displays a message that the print job has
been scheduled.

(=@ Print job F110-20010330-TEST4-1 has been schedulad
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Transaction F-358 - Posting and
Printing a Check Immediately

OFEE &0 a8 EE @D

SAFP Easy Access AASIS MENU
(B = | 1S5l | &8l B (2] | [w]| -

[» D Project Swstem
[= D Central Function=s
= E Accounting
wF 'E Financial ficcounting
] D Genearal Ledgear
[ D Accounts Receivable
s 'E Accounts Payable
- E Document entns
I} FEEO - Invoice
@ F-42 - Invoice - general
I FEGS - Credit memo
@ F-31 - Credit memo - general
@ FBA0 - Inwaicefcredit memo fast entny
D Document Faking
D Dovun payment
G Bill of exchangs
L] Other
G Referance documeants
E Outgoing pavment

{[4][¥]

v v v v v

@ F-59 - Fayment request

o
i
[
T
o
LS
+
-
z
EA
=
o
3

| [ | SESSION_h

5-36
AASIS Support Center
November 2004



' An AASIS Training Guide Advanced Accounts Payable

Transaction F-38 - Printing a Check
Immediately

* Transaction F-58 allows a user to print a local house bank
check immediately.

e This transaction cannot be used to process warrants or
ACHs.

« Transactions are parked with FB60 and Posted with FBVO.
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Specifications  Edit  Goto  Settings  Enwironment

] B A H I CE@ DHEHE ©0AO8

Payment with Printout. Header Data
ﬁ Lelete |:[;L Enter payments

Fayment method and farm specifications FProceszsing type
Company Code LRE DCalculate pmnt amnt
Fayment method [

Houze bank EAZ0

Chedk lot number 1

Alternative form

Fadding Character

Frinter Cutput contral
Frinter for forms =THF Frint irnrne-:l-i-a-{;a_h;r -------
Fmnt advice printer Dﬂecipienfﬁlang.

|:| Currency in |50 code
|:|Test printout
D Do not Woid any Chedks

Complete the Company code, Payment method, House
bank, Check lot number, and Printer for forms fields. All other
fields are optional. Click the Enter payments button  Enter payments

to continue.
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Payment with Printout: Header Data

Fracess open items

Dacument date 22202002 1 Type KZ Campany code ARK
Fosting date Q2f22/2002 ° Perod g Currencyrate 5D
Document numhber Translation die
Reference Cross-CC no.
Doc.header text Trading part.BA
Clearing text

Bank posting details

Armount | Business area

Yalue date n2f2z/2002 Assignment

Teut

Payee

Wendar Compamny code ARK
Custamer Fayeg

[ ] Paymenton acct  Prmnton acet

FPaid iterms Additional selections
Standard Ols i@ Mone
Special GiL ind 1 Document number

|
Complete the Header information as usual. Complete the

Amount, Business area, Value date, and Vendor fields. All
other fields are optional.
Click the Process open items button to continue.

November 2004
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Document  Edit Goto  Seftings  Environment  System  Help : i

aj @ CEE anah @ m
Payment with Printout: Process open items

P2 Distribute difl. | Charge offdift. | &2 Editing options

Standard | Parfialpmt | Resitems | Withhidgtax |

Account iterns 100000040 Office Depot 4
Document ...|D.|Daocume.. |P.|Bu... |Da... | USD Grass Cash discnt Cash...
19000042 KRE3/2242. (31 061030 - 85.00- E
R1000001  RE@E3AM 242,31 061020- 106.63- @
51000003 |RE[3/14/2..[31 D610[22- 10.66-

51000084 |RE[E3/14/2.(210610(22- 10.66
[+]
[+]
[d[]] [ |[«][+]

El ‘[H] Amo...| |ﬁGruss<>..”ﬁCurrency| | 1 ltems || W tems | | 1 Disc. || i Disc. |

Editing status

MNumber of items 4 Amount entered 85.00-
Display from item 1 Assigned 85.00-
Reason code Difference postings

Display in clearing currency Mot assigned o.ee

Double-click the line item amount that you want to clear.
NOTE: When you select a line item amount, the Assigned
and Not assigned fields change.

Click the Document overview icon button. .2

AASIS Support Center
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Document
shiteFs |3 @ | & ) & S8 h a8 EE @D

From the menu bar, select Document > Simulate.

AASIS Support Center
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g 290 eae LNl anan @ @

Payment with Printout: Dispiay Overview

Click the save button to continue.
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o
|

The status bar displays a message that the print job was
generated.
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Edit

System

=yl

Menu Eawvarites  Extras Help

q Ca@
SAP Easy Access AASIS MENU
(3= | &l | & B (&2 | -/ -

= 'E SAF menu
[» [ Office
[» D Logistics
SF 'S Accounting
57 E Financial Accounting
[ [ ®eneral Ledger
[ [ Aceounts Receivable
7 a Accounts Payable
7 a Document entny
FE) FEEO - Invoice
@ F-42 - Invaice - general
FE) FBGS - Credit memo
@ F-41 - Credit memo - general
@ FBAO - Invoicel/credit memo fast entry
[ [ pecument Paking
B [ Down payment
B [0 Bill of exchange
B [0 Other

[ D Reference documents

B

SREE D000 BEE @E

W[

F-53 - Post [+]

) F-58 - Post+ print forms [~]

[ | SESSION_MANAGER sapapd4 | INS o

5-44
AASIS Support Center
November 2004



' An AASIS Training Guide Advanced Accounts Payable

Transaction F-33- Posting a Cleared
Check

* Transaction F-53 1s the process for posting an FB60
document created on a local bank account: Posting
generates a clearing document to vendor’s account.

« NOTE: Before beginning open item processing, change
the system default values for open item processing in the
user master record. This task will make 1t easier to select

open items.
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Document  Edit Goto Settings Systerm Help

SREE S04O0 EE

FPost Outgoing Pay N — ta

Process opentems | Control totals

Daocument date # —  Campany code ARE
Posting date N2¢22¢42002 Feriod g Currencyftate 5D
Document number Translation dte
Reference Cross-CC no.
Doc.header text Trading part.BA
Clearing text

Bank data

Account 1 Business area

Armount Amt.in loc.cur.

Bank charges LC bank charges

Yalue date p2f2202002 Profit center

Text Assignment

Dpen itern selection Additional selections
Account @ Mone

Account type K [] other accounts 1 Document number
Special GIL ind Standard Ols 1 Posting date

Fmnt advice no. 1 Dunning area

71 Mictribita bae ana T Rafaranra

From the menu bar, select Settings > Editing options
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Accounting Editing Options

Documententry | Doc.display Openitems | Lineiterns | Creditmgt | Padv |

Cpen item processing

[] Process apen iterms with commands
Selected items initially inactive

[1 Enter payment amount for residual iterms
[ Use worklists

[] Display net amounts

[] Include invaice reference

[] Soring by amount without +- sign

Line layout wariants for clearing transactions

Custamer
Yendar
&L acct

Line layout wvariants for automatic payments

Favment

Line items

On the Open items tab page, select the Selected items
initially inactive check box. All other fields in the tab
pages are optional. Click the Save button. Click

the back button to continue. &
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Cocument  Edit Goto  Seftings

Systern  Help

Advanced Accounts Payable

& 2

1B eae SHE DTO8 BHE @m

FPost Outgoing Payments: Header Data

Frocess open items

Docurment date B4/2412002 0 Type KZ Company code ARE
Posting date b4/2402002 0 Period 10 Currency/rate UsD
Docurment numkber Translation die
Reference Payment Cross-CC no.
Dac.header text Trading part.BA
Clearing text

Bank data

Accaunt 1107101001 Business area 071 EI|[51}
Amount 110.00 Amt.in loc.cur,

Bank charges LC hank charges

YValue date b4/2442002 Profit center

Text Assignment

Complete Header information as usual: Document date, Type,
Company code, Posting date, Period, Currency/rate, and

Reference.

On the Bank data section, complete the Account (GL code for local
outgoing cash account), Business area, Amount, and Assignment
fields. All other fields are optional.

AASIS Support Center
November 2004
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Systern Help
3 dE Q@@ SHE Dnan BE @ m
Post Outgoing Payments: Header Data

Docurment  Edit Goto Setftings

Frocess open items

Docurment date H4/24020020  Type KZ Company code ARK
FPosting date D424/ 2002 Feriod 10 Currencylrate 5D
Document numhber Translation die
Fefarence FPayment Cross-CCno.
Coc.header text Trading part.BA

On the Open item selection section, complete the Account and
Account type fields. All other fields are optional.
Click the Process open items button.

AL A e [ T

Frocess open items

Yalue date 42402002 Frofit cermer

Tewnt Assignment

Dpen item selection Additional selections
Account THHEEEEGE @ Mone

Account type K [ | Otheraccounts i1 Document number
Special GiL ind Standard Qls 1 Posting date
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Document  Edit Goto  Seftings  Epvironment  Systern Help
2 AH cEaE@ JHE OO0 FEE @

Post Outgoing Payments: Process open items

A2 [ Distribute diff.  Charge off diff.  4? Editing options

Standard i Fartial pmt i Res.items i Withhldg tax

Account items 100000050 Office Depot
Document ... |\D./Docume.. [P Bu... |Da..| UJSD Gross Cash discnt Cash.. Iﬁl
19001176 [KRB2/04/2..31/0613/F9 1.07- |§|
19001187 [KR|@4/03/2..31 061316 110, 00 - |E|
[l ]| | |[][*]

Tyl

i ltems | | 1 Disc. || W Disc.|

@ |[H] Aml:n...| |EﬁGrnss~:b..."Eﬁ Currencﬁ_.r| | " lterns

Editing status

Mumhber of items 12 Amount entered 110.00-
Display from item ] Assigned 110 . 00 -
Feasan code Difference postings

Display in clearing currency Mot assigned B o

Double-click the line item amounts to be cleared. The selected
items will be highlighted in blue. When you select a line item
amount, the Assigned and Not assigned fields change. The Not

assigned amount must be zero to post the transaction successfully. _ .

AASIS Support Center
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Document  Edit Goto  Seftings  Enwironment  Systerm Help

29l eEe SHL aTnan BEE & m

Fost Outgoing Payments: Process open items
2 Click the document overview
button.

Standard i R

Document Edit  Goto tti Environment Systerm Help
iz Otherdocurmernt Shift+F 5 %
= Select Document > Simulate.
1
E Simulate — niterms Display currency . Act assanmt model... Taxes
(m 1] =} KZ Comparny code ARE
FPost Cirl+ S5
Fo it Shifl+F 3 iod 1a Currency LS
Hi ift+
Do = al year 2002 Translation die 042442002
Reference FPAYMENT Cross-CC no.,
Doc.header text Trading part.BA
tems in document currency
FPE  Bush fcct USD Amount Tax amnt
gE1 58 8710 1107101081 DHS OF10 #1060 O0ut 110 . 00Q -
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Docurmment  Edit Goto Settings  Emwvironment  System Help

& B H @& SR ohan BE @
Post Outgoing Payments: Display Overview

@ Display currency . Taxes  Reset

Cocument date [04/24 /2002 Tvpe KZ Zompany code BRK
Posting date [04/24 /2002 FPeriod 10 ZUrrency 5D
Document number  INTERMNAL Fiscal year 2002 Translation dte 042402002
Reference Zross-CC no.
Dac.header text Trading part.BA
[tems in document currency
FE  Bush Acct UsD Amount Tax amnt
nat 50 @d e 1187181881 DHS 718 #1100 0ut 1.07-
AAZ2 25 @610 0100A0ER5R O0Fffice Depot 1.07
b 1.87 C1.87 oo * 2 Line items
Other line itern
P stk [ﬁ’_\]cnunt Sp.GIL Trans.pe Mew co.code

Verify that the line items are correct and the balance equals zero.
Click the Post button to post the transaction. [
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|@ Document 15000002 was posted in company code ARK

The invoice was posted, and a new document was created in AASIS.
The document number is displayed at the bottom of the screen.
NOTE: After you post the vendor payment, you must enter the check
information for reconciliation, reporting, and tracking purposes using
Transaction FCH5. This transaction is covered in the following
lesson.
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Transaction FCHS — Creating Manual
Check Information

Menu  Edit  Fawvorites  Extraz System  Help

& Bld B S@Ea SR BA0Aa EE @D

SAP Easy Access AASIS MENU
B | & | & B 2| - a

7 a Accounting
= 'a Financial Accounting

[ D Zeneral Ledger

P a Accounts Receivable
D Document antry
D Document
D Account
D tdaster records
D Credit management
D Feriodic processing
D Reporting
[ writhhalding Tax
D Information system 1
a Environment
[ D User parameters
[ [ Curment settings
=7 E Checdk infarmation

I[«]>]

I R e e e

[» D Dizplay

[> [ change

F E Create | |
F0) FCRE - Manual eheda) [+]

b Cveid ' [~

[ | SESSION_MANAGER sapapdd NS o
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Transaction FCHS — Creating Manual
Check Information

* Transaction FCHS allows a user to enter the check’s detail
in AASIS after a check has been manually written (offline
by hand or typewritten). The creation of the check
information follows the posting of a cleared payment to a
vendor’s account.

[t 1s important that the check details be entered to update
the vendor’s reconciliation account.

« This process 1s used only for local house bank checks, and
cannot be used to process warrants or ACHs.
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Check Edit Goto Extras  Enwvironment Swsterm Help
¥ 2 @@ DR DT O8 EE @0
Create Check infornmation
dp &
Payment docurment no. 15008006
FPaying company code ARE State of Arkansas
Fiscal year 20m
Check
House bank BARZO Bank of Ametrica
Account D [HE1 DHS MAIN CHECKING ACCOUNT - Bank of Ameri .
Check number OAAAAAAAS]

Enter the Payment document no. from F-53, Paying
company code, Fiscal year, House bank, Account ID,
and Check number fields. NOTE: You must enter the
next check number in the check number lot range. Click
the Enter button or press Enter to display the check
information.
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4| 30 B €@ LR D000 PR

Create Check Information

Verify the check information. Change or enter
information in the fields as appropriate.
Click the Save button to create the check
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(G4 Check ARK BAD20 DHS1 000000006 created manually

A new check has been created manually, as confirmed
by a message displayed at the bottom of the screen.
NOTE: Transaction F-53 must be used to clear the
payment to the vendor’'s reconciliation account prior to
entering manual check information with FCHS.

5-58
AASIS Support Center

November 2004



